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1.0 Welcome to beta.Certify.sba.gov 

beta.Certify.sba.gov enables Women-Owned Small Businesses (WOSBs) and Economically 
Disadvantaged Women-Owned Small Businesses (EDWOSBs) to manage eligibility documents for the 

WOSB Federal Contract Program more efficiently. The U.S Small Business Administration (SBA) has a 
variety of programs to assist small businesses compete for federal contracts. beta.Certify.sba.gov 

enables WOSBs and EDWOSBs to organize, complete, and submit applications to the SBA for federal 
government contracting and business development program certifications. 

1.1 Background and Scope 

beta.Certify.sba.gov is technically enhanced for managing the certification process of WOSB/EDWOSB 
program applications. The scope of this beta.Certify.sba.gov WOSB user guide is to provide detailed 

assistance and guidance on how to utilize the primary functions of this system. This manual includes 
screenshots and descriptions of the system functions and capabilities, step-by-step procedures for 

system access and use, and contingencies and alternate modes of operation. 

1.2 Who is beta.Certify.sba.gov for? 

beta.Certify.sba.gov is for:  

¶ Individual(s) of the qualifying Firm who are applying for SBA small business programs 

¶ Individual(s) of the qualifying Firm who are eligible to join the Woman-Owned Small Business 
(WOSB) Program. 

2.0 *=LӐK %=L 1L9JL=<Ӊ 

2.1 Logging In 

This section explains how to complete an authenticated login into the SBA portal. New users should 
create an account before signing into the portal. Existing users should log into the portal, using the 
credentials provided during the account creation process. 

2.1.1 Create an Account 

New Users should have the following details to create an SBA account: 

1. A DUNS Number for the business 
2. A completed registration in the System for Award Management (SAM) 

The user can access the account creation page through two methods: 
Method 1: 

I. Click the ӏGet StartedӐ button 
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II. Click the ӏCreate AccountӐ button 

 
 

III. Click the ӏAcceptӐ button in the ӏTerms and ConditionsӐ page 
IV. The Login.gov H9?= K@GMD< 9HH=9Jӄ !DA;C L@= ӏCreate an accountӐ :MLLGF 

 

Method 2: 

I. Click the ӏLoginӐ button 
II. Click the ӏAcceptӐ button in the ӏTerms and ConditionsӐ page 

III. The Login.gov H9?= K@GMD< 9HH=9Jӄ !DA;C L@= ӏCreate an accountӐbutton 
 

The following instructions help to create the SBA account: 
 

I. Enter the email address  
II. Click the ӏSubmitӐ button 
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III. An email with the link to create an account is sent to the email address provided during account 
creation, and the portal should display the below message 

 

IV. Log in to the email address provided during account creation and view the email from login.gov 

V. !DA;C L@= ӏConfirm email addressӐ :MLLGF GJthe link given in the email 

 

VI. Click the button or the link to open up the create password page: 

1. Enter a secure password (Click the password safety tips link or ӏ+ iconӐ to view safety tips) 
2. Click the Ӑ ContinueӐ button 
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VII. After creating the password, set up the second authentication method: 
1. Choose the preferred second authentication method from the options list 

2. Click the ӏContinueӐ button 
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VIII. Confirm the chosen method in the next page by clicking the ӏContinueӐ button 
IX. '> F==<=<Ӆ ;@9F?= L@= EG<= :Q ;DA;CAF? GF L@= DAFC ӏChoose a different methodӐ 

Note: Users should utilize this second authentication method whenever logging in with the credentials 

2.1.2 Existing User Login 

 

I. Go to the URL beta.Certify.sba.gov 

II. Click the Login button 

 
 

III. Click the ӏAcceptӐ :MLLGF GF L@= ӏTerms and ConditionsӐ H9?= 

 
 

IV. Enter the credentials in the login page 
1. Enter the email address  

2. Enter the password provided during account creation (Enable show password option to 
view the password as it is being typed) 

3. Click the ӏSign inӐ button 
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V. Complete two-factor authentication 
1. Enter the security code or OTP based on the second authentication method chosen during 

the account set up 
2. Click the ӏSubmitӐ button 

   
VI. !DA;C L@= ӏAgree and ContinueӐ :MLLGF GF L@= F=PL H9?= 
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2.2 Claim Your Business 

To apply for small business programs, you need to have an active account in SAM.gov. Your SAM.gov 

data will be used to determine eligibility. Please make sure your SAM.gov data is current when you 
submit your Certify application. Changes to SAM.gov may take up to 72 hours to display in 

beta.Certify.sba.gov. 
 
The System for Award Management (SAM) is a Federal Government owned and operated free website 

that consolidates the capabilities in the Central Contractor Registration (CCR)/FedReg, the Online 
Representations and Certifications Applications (ORCA), and the Excluded Parties List System (EPLS). 

I. Enter the following details on the claim business page: 
a. DUNS Number - The Data Universal Numbering System (DUNS) Number is a unique 

nine-character identification number provided by the commercial company Dun and 

Bradstreet.   
b. TIN/EIN Number - A Taxpayer Identification Number (TIN) is an identification number 

used by the Internal Revenue Service (IRS) in the administration of tax laws. It is issued 
either by the IRS or the Social Security Administration (SSA). Choices provided for the 

2', LQH= AF;DM<= #EHDGQ=J '<=FLA>A;9LAGF ,ME:=J ӑ#',Ӓ GJ 1G;A9D 1=;MJALQ ,ME:=J
ӑ11,ӄӒ 
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c. MPIN Number - The Marketing Partner Identification Number (MPIN) is a self-created 
password from SAM.gov. 

 

 

II. Once details are entered, click the ӏFindӐ button 
III. The portal displays the Business details related to the entered DUNS Number 

SBA will only accept submissions and digital signatures from qualifying business owners. If you 

are NOT the business owner, please do not proceed. In order to protect personal financial 
information entered into the system, only the qualifying business owner will have access to 

their business records. 
IV. Verify the details and click the ӏClaimӐ button. Once completed, the business is claimed 

successfully 

2.3 SBA Basic Eligibility 

2.3.1 Size Standard Compliance 

After claiming your business, the application verifies whether your company meets the small business 
size standard compliance by verifying your NAICS code and collecting your ;GEH9FQӐK 9KKG;A9L=<

employee and revenue details. 
 

The North American Industry Classification System (NAICS) is the standard used by Federal statistical 
agencies in classifying business establishments to collect, analyze, and publish statistical data related 
to the US business economy. 

 
On claiming your business, the application displays the NAICS code associated with your business for 

confirmation. 
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'> L@= <AKHD9Q=< , '!1 ;G<= AK FGL QGMJ HJAE9JQ , '!1 ;G<=Ӆ L@=F 3H<9L= L@= $AJEӐK HJAE9JQ , '!1 ;G<=

in SAM.gov before continuing with the program application. 
 

'> L@= <AKHD9Q=< , '!1 ;G<= AK QGMJ HJAE9JQ , '!1 ;G<=Ӆ K=D=;L ӏ7=KӐ 9F< HJG;==< ӏ,=PLӄӐ 
 
>L=J ;GF>AJE9LAGF G> QGMJ , '!1Ӆ QGM F==< LG HJGNA<= QGMJ $AJEӍK KAR= <=L9ADK KM;@ 9K L@= ӏFME:=J G>

=EHDGQ==KӐӬ ӏ FFM9D J=N=FM=Ӑ >GJ L@= FME:=J G> Q=9JK QGMJ $AJE @9K :==F AF :MKAF=KKӄ -F HJGNA<AF? L@=
details, the application runs the standards check and confirms if your considered small in accordance 

with size standards and eligible for Government contracting. 
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If your Firm is not eligible for Government Contracting, then you shall not be able to proceed further 
with your application. 
 

2.3.2 Business Type Eligibility Check 

The applicant firm must be a for-profit business into quality for SBA small business program and should 

confirm your primary business type as per SBA data. 
 

 
 

If you have any disagreement with your primary business type data pulled from SAM, you must update 

your business type in SAM before proceeding further. 
 

2.3.3 SBA Eligibility - Debarment 

The application allows submission of the application for SBA small business program only if the Firm or 
any of its owners not have an active exclusion in the System for Award Management. If an applicant or 

one of its principals is on the General Services Administration (GSA) list of debarred and suspended 
bidders, the Firm is ineligible for the WOSB program 
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2.3.4 SBA Eligibility - Citizenship 

To qualify for the SBA Small Business Programs, the applicant must be a US Citizen. 
 

The applicant must provide proof of US Citizenship documents. The following qualify as proof of 
citizenship documents:  

¶ Birth Certificate 

¶ Certificate of Naturalization 

¶ Unexpired US Passport 

¶ Consular Report of Birth Abroad of a US Citizen (Form FS-240). 

 
 

Completing the SBA Basic Eligibility checks, the user will be redirected to the Dashboard. The 

Dashboard contains an SBA Basic Eligibility section where the user can see the responses of all the 
=DA?A:ADALQ IM=KLAGFKӄ 2G ;@9F?= L@= 9FKO=JKӅ ;DA;C L@= ӏEdit ResponseӐ DAFCӄ 
 
 
 

 
 
 

If the user signs out from the portal without completing the SBA Basic Eligibility questions, the system 
shows the Dashboard page on the next login. 

 
Under the SBA Basic Eligibility section, the portal shows a warning message regarding the incomplete 

status of the eligibility questions with the link to complete the responses. 
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The warning message appears until the user completes the eligibility questions. 

 
 

2.4 Delegates 

A delegate is a person enabled by the applicant to input J=KHGFK=K 9F< <G;ME=FLK GF L@= 9HHDA;9FLӐK

behalf. However, the applicant is directly responsible and must complete the application's attestation 
questions and electronically sign the application before submission. 

 
The applicant can add a delegate in two ways. 
 

Once the user creates the WOSB application, the portal displays the question/option to add a delegate 
OR the applicant can add the delegate in the application overview page. 

 
I. !DA;C L@= ӏNew applicationӐ DAFC AF "9K@:G9J< 
II. 1=D=;L ӏYesӐ >GJ L@=IM=KLAGF ӏAre you assigning delegate for this application?Ӑ 

III. Click the ӏAssign DelegateӐ button 
IV. Fill in delegates First Name, Last Name, and email 

V. !DA;C L@= ӏSend Invitation to CollaborateӐ :MLLGF 
VI. Delegate receives an email and creates an account by following the steps of Account creation. 

VII. By clicking the icon , the user can update delegates info, enable/disable the delegate, and 
can send reminders to the delegates. 

VIII. !DA;C L@= ӏNextӐ :MLLGF LG ;GEHD=L= L@= HJG;=KKӄ 

 
 
In the Application Overview page, L@= MK=J ;9F NA=O L@= L9: ӏDelegates.Ӑ 'L K@GOK L@= <=L9ADK 9:GML

delegates. 
The user can assign the delegates by filling the details using the same steps given above. 
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The invited delegates receive an email for notification of collaboration. He/She shall log into the Certify 
9HHDA;9LAGF 9F< >ADD L@= 9HHDA;9LAGF GF L@= 9HHDA;9FLӐK :=@9D>ӄ However, the applicant is directly 
responsible and must complete the application's attestation questions and electronically sign the 

application before submission. 

2.5 WOSB Eligibility  

In order to be eligible for applying for Small Business Programs, the Women-owned small business must 
meet the following eligibility criteria. 

 

¶ At least 51% owned and controlled by one or more women who are US citizens  

¶ Ownership must be direct and not subject to conditions  

¶ A woman or women must manage the day to day operations and provide verifying documents  

2.6 WOSB Document Uploads 

2@AK K=;LAGF <=L9ADK L@= 9HHDA;9FLӐK J=IMAJ=< <G;ME=FLKӄ 
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A firm must be at least 51% owned and controlled by women who are US citizens and must provide a 
supporting document for proof of US citizenship to be eligible for the WOSB Program. All the owners 

will be required to submit proof of US citizenship. The following qualify as proof of citizenship 
documents: 

I. Birth Certificate 
II. Certificate of Naturalization 
III. Unexpired US Passport 

IV. Consular Report of Birth Abroad of a US Citizen (Form FS-240). 
 

If the applicant(s) is subject to any conditions, executory agreements, voting trust or other 
arrangements that cause or potentially cause ownership benefits to go to another person, the applicant 
should provide the following documents. 

I. Copy of the joint venture agreement, if applicable  
II. Copy of the written agreement (an executory agreement, voting trust, or other arrangements), 

if applicable 
 

The qualifying women must own 51 percent of the firm directly. The 51 percent ownership may not be 
through another business entity or a trust (including employee stock ownership plan) that is, in turn, 
owned and controlled by one or more women or economically disadvantaged women. However, 

ownership by a trust, such as a living trust, may be treated as the functional equivalent of ownership by 
a woman or economically disadvantaged woman where the trust is revocable, and the woman is the 

grantor, the trustee, and the sole current beneficiary of the trust. If the ownership is not direct and/or 
51% ownership held by the trust with the conditions above, the applicant should provide the following 
documents 

 
I. Direct Ownership document, if applicable 

II. Trust Document, if applicable 
 
Based on the business type, the applicant must provide documents to show the 51% ownership in the 

firm as detailed below.  
 

In the case of a firm that is a partnership, at least 51 percent of each class of partnership interest must 
be unconditionally owned by one or more women or in the case of an EDWOSB, economically 
disadvantaged women. For purposes of this requirement, general and limited partnership interests are 

considered different classes of partnership interest. Applicant should provide the following, to show 
the partnership interest 

 
I. The partnership agreement and any amendments, if applicable 

II. The partnership agreement (General and limited partnership), if applicable  
III. An assumed fictitious name document (Doing Business As or DBA), if applicable 

 

In the case of a firm that is a corporation (Corporation & S-Corp) at least 51 percent of each class of 
voting stock outstanding and 51 percent of the aggregate of all stock outstanding must be 

unconditionally owned by one or more women, or in the case of an EDWOSB. In determining 
unconditional ownership of the firm, any unexercised stock options or similar agreements held by a 
woman will be disregarded. However, any unexercised stock option or other agreement, including the 

right to convert non-voting stock or debentures into voting stock, held by any other individual or entity 
will be treated as having been exercised. The corporation shall provide the following documents to 

support the program application 
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I. The articles of incorporation, by-laws, and any amendments, if applicable 

II. 2@= ;GJHGJ9LAGFӐK KLG;C D=<?=J 9F< 9DD KLG;C ;=JLA>A;9L=KӅ AF;DM<AF? L@= >JGFL 9F< :9;C ;GHA=KӅ
signed per the by-laws (this also applies to all canceled stock certificates), if applicable 

III. AN assumed fictitious name document (Doing Business As or DBA), if applicable 
 
In the case of a firm that is a limited liability company, at least 51 percent of each class of member 

interest must be unconditionally owned by one or more women or in the case of an EDWOSB. The 
applicant shall provide the following to support the program application, 

I. Articles of Organization (also referred to as Certificate of Organization, or Articles of Formation) 
and any amendments, If applicable 

II. Operating Agreement and any amendments that show that one or more women serve as 

management members, with control over all decisions, if applicable 
III. The Joint Venture Agreement if applicable 

IV. An assumed fictitious name document (Doing Business As or DBA), if applicable 
 

In the case of a firm that is Sole Proprietorship, shall provide the following  
I. An assumed fictitious name document (Doing Business As or DBA), if applicable 

 

2.7 Women Ownership 

The application shall allow the Firm to submit WOSB / EDWOSB program application based on their 
eligibility. 

 
To continue with the WOSB application, decide whether to proceed as a WOSB Firm or an EDWOSB Firm, 

I. Navigate to the Application Overview page,  

II. Click the ӏOwnershipӐ link 
III. The portal displays declaration statements. Read and click the ӏAcceptӐ button 
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IV. 2@= HGJL9D <AKHD9QK L@= IM=KLAGFF9AJ= J=D9L=< LG ӏ5GE=F -OF=JK@AHӐ 
2@= IM=KLAGFӅ ӏAre you 51% owned and controlled by one or more economically disadvantaged 

women?Ӑ 9HH=9JKӄ 
ü !@GGK= ӏYesӐ to proceed as an EDWOSB applicationӄ DL=JF9LAN=DQӅ ;@GGK= ӏNoӐ to continue 

with the WOSB application. 
 

 
 


































































































